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IDENTIFY YOUR PLACE IN YOUR ORGANIZATION
LOCATE YOUR ORGANIZATION

From the Home page:

1. Click your Profile icon in the upper right-hand corner of your home page > Select View Profile.
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2. Click the Job tab.

3. Click the Organizations subtab. Information about the organizations you belong to displays.
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Job Details Employment Data Manager History

Member of These Organizations 7 1t
Organization
Mayor and City Council of Baltimore
CC999999 Unmapped Cost Center

1001 General Fund

Bi-Weekly (001)
Baltimore City Office of Information and Technology
Employee Retirement System
Baltimore City of information Technology - Director’s Office
‘

Manager/Leader of These Organizations 2 items
Organization
IT Manage: Employee Name (123456)

IT Manager-108708 JA Employee Name (123456)

‘

Management Chain Organizations

Organization Type

Company

Cost Center

Fund

Pay Group

Payroll Agency

Retirement System

Supervisory

Type

Supervisory

Supervisory

Worker History

Organization Subtype

Company

Cost Center

Pay Group

HR Custom Organization

HR Custom Organization

Department

Organization Role

Manager

Manager

Bl’@?mu"

LOCATE YOUR ORGANIZATIONAL CHART

Workday provides a chart of your organization’s hierarchy.

From the Home page:

1. Click your Profile icon > View Profile.

2. Click the Team icon. Your org chart includes information about your team, HR support, and your manager’'s manager.
3. In the top-right corner of the page, hover over the dots to reveal your management chain. Click the names in the chain to navigate your

hierarchy or use the arrows at the top or bottom of the org chart. You can also use the pull-down menu in the top left to view your
org chart with or without contingent workers, matrix reports, or open positions.
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Org Chart

Employee Name (123456)
IT Manager
v 401 E Fayette St
Employee Name (112112) Employee Name (600200) Employee Name (123456) Employee Name (111222) Employee Name (100000)
31111 - Operations Officer T Specialist Ml BOIT 10188 - IT Division Manage 00091 - Operations Manag IT Supervisor BCIT

401 E Fayette St v 401 E Fayette St v 401 E Fayette St v 401 E Fayette St

Employee Name (145622) Employee Name (123336)
IT Specialist | BCIT IT Specialist Il BCIT
40V EFayetie St v 401 € Fayette St

EXPORT YOUR ORG CHART TO EXCEL/VISIO
From the Org Chart:

Click the Print icon .

Enter a File Name (your manager’s name will auto-populate as the default).

Select Excel as the File Format.

N o o

Select how many levels of your org chart you’'d like to print.
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8. Optionally, select Include Pictures. The pictures will download as a .zip file.

9. Click Print.
Print Org Chart
File Name % | Amelia Casiag]
File Format % | Excel v
Levels * 1 v

Include Pictures

Cancel

Note: You have the option of importing your Excel Org Chart into Microsoft Visio. Visit the following link on
Community for instructional steps: https://community.workday.com/node/243051.

REVIEW YOUR JOB HISTORY

From the Home page:

10. Click your Profile icon > View Profile.
11. Click the Job tab.

12. Click the Manager History subtab. Your job history displays. Manager history includes information about

your prior job titles, managers, start dates, and end dates.
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Job Details Employment Data Manager History Management Chain Organizations
Employ ee Name (123456)
IT Manager
Actions Manager History 3 items
Position Start Date End Date

Manager

49937 IT Manager 07/24/2018 Employee Name (112112)
Employee Name (144453)

Employee Name (326456)

Support Roles Worker History

Manager History

Managed From

06/12/2020

06/11/2020

07/24/2018

EiE= O

Managed To

06/11/2020

06/10/2020

Employee

STILL HAVE QUESTIONS ABOUT WORKDAY

For additional support and questions about Workday please contact your agency HR Practitioner
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